
WEBEX
HOW- TO

Presented by Neighborhood Engagement Team



Part 1: 
Download Webex 
Go to www.webex.com/downloads
Select Download option depending on
your device (Windows/MacOS)
Run the .msi (Windows) or .dmg (Mac)
installation file and follow the
instructions. The Webex Meetings
desktop app opens when the installation
is complete.
Enter your email address and select Sign
In.
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Part 1: 
Download Webex 

Android: Download through Google Play

iPhone: Download through App Store

To unmute, click
*6 on your phone



Part 2: 
Accessing a Meeting



Open Calendar Invite
and click "Join meeting"
button to join using a
web browser

or
 

"Join by phone" and
follow prompts to enter
meeting number access
code. When joining by
phone dial *6 to mute
and un-mute
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Choose Audio Option

You may either choose to

"use your computer audio" or

"call in" 
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03 Click "Join meeting" 

Depending if you're listening

in or presenting make sure

you are 'Unmute' or 'Mute'

prior to clicking 'Join

Meeting'

In some meetings, the host may not allow attendees to unmute. If you're

prevented from unmuting, Unmute  is locked until the host allows you to unmute.



Part 3: 
Setting Up a Meeting



Set a Meeting

Fill in the following
details:

Fill in Meeting Topic

Meeting password

Date and time

Add Attendees by e-mail

Press "Schedule" when

you're ready to send out
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Add meeting to your
calendar
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When it's time to begin
click "Start Meeting"

Tip: Join meeting 10-15 min

prior to scheduled start time

to set up any content and

allow time to troubleshoot

any technical difficulties.



03 Familiarize yourself with the following Meeting Controls



04 Press "Record" if you want to refer to the meeting later or share with those
not able to attend.



Share Content

To share content during a

meeting, from the meeting

control panel, select "Share".

You will have the option to

select what you would like to

share from your screen. 

Ex. PowerPoint presentation,

or other documents open on

your desktop
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When the meeting has
concluded the Host will
click "End Meeting" in
the Quick Start Menu

Note that attendees have the

option to "Leave Meeting" at

any point during the meeting.
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QUESTIONS?

e-mail: neighborhoods@sanantonio.gov

www.sanantonio.gov/NHSD/Neighborhoods
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